






HOUSING COORDINATOR CONTINUED

The Housing Coordinator will discuss living conditions with participants while the dwelling is being
rehabilitated including explanation of relocation benefits for tenants

The Housing Coordinator will advise participants concerning participation as owner building or

retention of a private contractor

The Housing Coordinator will pursue alternate funding for eligible persons in an effort to secure

leverage commitments

Assists in administering the permitting function including application processing and permit
issuance

Explains interprets and provides gUidance regarding all applicable codes to architects engineers
contractors developers property owners and other interested parties

The position will inspect buildings proposed for rehabilitation with particular attention to health
hazards related to roofing wiring plumbing heating and basic structure

The position supervises the inspection of the unit documents rehabilitation needs prepares and

signs the inspection forms

Prepares work write ups and works with families to make fundamental decisions about what work
can be completed with available financing

Will assist in supervising the work of contractors Will manage invoicing and program
documentation

Prepares graphics charts tables promotional materials etc for housing activities

Serves when assigned as a member of a housing rehabilitation task force composed of private
local county or state groups

PERIPHERAL DUTIES

Assists in resolving complex sensitive customer service issues pertaining to housing rehabilitation

Serves as a member of various staff committees as assigned

Attends professional development workshops and conferences to keep abreast of trends and

developments in the field
Assists other staff members as needed
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HOUSING COORDINATOR CONTINUED

DESIRED MINIMUM QUALIFICATIONS

Education and Experience

A Graduation from an accredited four year college or university with a degree in

economics planning business or public administration engineering plus demonstrated

knowledge of real estate lending practices OR

B Equivalent of two 2 years of college with two 2 years experience administering
Agency housing programs or substantial private sector experience processing real property loans

C Any combination of experience and education that would be likely to provide the

required knowledge skills and abilities could be qualifying as determined by the City

Necessary Knowledge Skills and Abilities

A Knowledge of real estate lending practices and loan processing requirements

B Knowledge of building codes and agency building planning and finance functions

C Ability to work well with the public and with local contractors Ability to read and

understand plans and blueprints

D Ability to communicate effectively orally and in writing with architects contractors

developers owners supervisors employees and the general public Ability to establish effective

working relationships

SPECIAL REQUIREMENTS

Valid State Driver s License or ability to obtain one

TOOLS AND EQUIPMENT USED

Personal computer including word processing motor vehicle calculator phone copy and fax

machine portable radio ladder or scaffolding

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an

employee to successfully perform the essential functions of this job Reasonable accommodations

may be made to enable individuals with disabilities to perform the essential functions

Work is performed mostly in office settings Some outdoor work is required in the inspection of

various land use developments and construction sites Hand eye coordination is necessary to

operate computers and various pieces of office equipment



HOUSING COORDINATOR CONTINUED

While performing the duties of this job the employee is occasionally required to stand or sit walk
use hands to finger handle feel or operate objects tools or controls and reach with hands and
arms The employee is occasionally required to climb or balance stoop kneel crouch or crawl
talk or hear

The employee must occasionally lift and or move up to 10 pounds Specific vision abilities

required by this job include close vision distance vision color vision peripheral vision depth
perception and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee occasionally works in outside weather
conditions The employee is occasionally exposed to wet and or humid conditions or airborne

particles

The noise level in the work environment is usually quiet in the office and moderate in the field

SELECTION GUIDELINES

City of Taft application and resume required rating of education and experience oral interview

and reference check job related tests may be required

The duties listed above are intended only as illustrations of the various types of work that may be

performed The omission of specific statements of duties does not exclude them from the position
if the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and

requirements of the job change

voll pasrskIJobDescriptions housioQCOOrd desdoc



Range 35 4 408 5 371

CITY OF TAFT

HUMAN RESOURCE ANALYST

GENERAL PURPOSE

Provides technical and administrative support for the City s Human Resource and Risk

Management Department in such areas as personnel record keeping recruitment testing
benefits administration and workers compensation and liability claims administration
Administers the City s drug testing program as required by the Department of Transportation

SUPERVISION RECEIVED

Works under the general supervision of the City Manager

SUPERVISION EXERCISED

None generally May exercise supervision as assigned by the City Manager

ESSENTIAL DUTIES AND RESPONSIBILITIES

Gathers interprets and prepares data for studies reports and recommendations coordinates

personnel and risk management activities with other departments and agencies as needed

Prepares a variety of studies reports and related information for decision making purposes

Administers the recruitment process including but not limited to preparation of job fliers

placing of advertisements corresponding with job applicants scheduling and administration of
written examinations scheduling of interviews and assisting in the selection of employees to

fill vacant positions

Schedules and tracks required medical evaluations including Department of Transportation
drug testing

Plans and conducts new employee orientation to foster positive attitude toward organization
goals

Keeps employee records such as applications for insurance coverage pension plan
information and personnel transactions such as hires promotions transfers performance
reviews and terminations Coordinates relevant employee information with the City s Finance

Department to facilitate the payroll process

Conducts wage survey within labor market to determine competitive wage rate

Prepares employee separation notices and related documentation may conduct exit interviews

to determine reasons behind separations Prepares notifications to employees separated from

service in compliance with COBRA
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HUMAN RESOURCE ANALYST CONTINUED

When assigned represents organization at personnel related hearings and investigations

Directs preparation and distribution of written and verbal information to inform employees of
benefits programs such as insurance plans pension plans and special employer sponsored
activities

Analyzes existing benefits policies of organization and prevailing practices among similar
organizations to establish competitive benefits programs

Plans modification of existing benefit programs Recommends benefit plan changes to

management

Notifies employees of changes in benefits programs

Prepares documentation and tracks employee leave pursuant to FMLA CFRA and any other
applicable Federal State or City regulations

Develops and maintains a personnel system that meets management information needs
Oversees the analysis maintenance and communication of records required by law or local

governing bodies or other departments in the organization

Processes required paperwork and tracks workers compensation and general liability claims
Maintains City s insurance files confers when necessary with representatives of the Central
San Joaquin Valley Risk Management Authority concerning status and disposition of claims

Prepares claim and lawsuit information for attorneys and insurance claims adjusters as

required

PERIPHERAL DUTIES

Prepares and submits to officials such reports as may be required or as deemed advisable to
submit

Evaluates services coverage and options available through insurance and investment
companies to determine programs best meeting needs of organization

Represents the City at conferences and meetings relating to areas of responsibility

DESIRED MINIMUM OUALIFICATIONS

Education and Experience

A Graduation from a high school or GED equivalent with specialized course

work in general office practices such as typing filing accounting and bookkeeping and

B Four 4 years of increasingly responsible related experience

Any combination of experience and education that would be likely to provide the required
knowledge skills and abilities could be qualifying as determined by the City
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HUMAN RESOURCE ANALYST CONTINUED

Necessary Knowledge Skills and Abilities

A Considerable knowledge of modern policies and practices of public personnel
administration thorough knowledge of employee classification compensation and benefits
recruitment selection training and labor relations working knowledge of risk management
and safety practices

B Skill in planning directing and administering personnel programs and systems skill

in operating the listed tools and equipment

C Ability to prepare and analyze comprehensive reports ability to carry out assigned
projects to their completion ability to communicate effectively verbally and in writing ability
to establish and maintain effective working relationships with employees city officials labor

unions and the general public ability to efficiently and effectively administer a human resource

system

SPECIAL REQUIREMENTS

Valid California Driver s License or ability to obtain one

TOOLS AND EOUIPMENT USED

Requires frequent use of personal computer including word processing Munis payroll
program database and spreadsheet programs calculator telephone copy machine and fax

machine

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an

employee to successfully perform the essential functions of this job Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions

While performing the duties of this job the employee is frequently required to sit and talk or

hear The employee is occasionally required to walk use hands to finger handle or feel

objects tools or controls and reach with hands and arms

The employee must occasionally lift and or move up to 10 pounds Specific vision abilities

required by this job include close vision and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations

may be made to enable individuals with disabilities to perform the essential functions

The noise level in the work environment is usually moderately quiet



HUMAN RESOURCE ANALYST CONTINUED

SELECTION GUIDELINES

City of Taft application rating of education and experience oral interview and reference

check job related tests may be required including a physical by the City physician

The duties listed above are intended only as illustrations of the various types of work that may

be performed The omission of specific statements of duties does not exclude them from the

position if the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and

requirements of the job change

kJobdescriptionslHumanResourceAnalyst doc
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RANGE 24
3 298 4 018

CITY OF TAFT
LANDSCAPE LEAD PERSON

GENERAL PURPOSE

Under general supervision the Landscape lead person leads and coordinates multiple inmate
crews in manual and semi skilled work involving the maintenance of municipal facilities and
equipment for an assigned park or landscape area and performs other work as required

SUPERVISION RECEIVED

Works is assigned and supervised by the Public Works Operations Manager but independent
judgment is required over technical details and day to day maintenance schedules

SUPERVISION EXERCISED

Will supervise inmate work crews and Lead and coordinate multiple crews in the daily
horticultural activities and operations

ESSENTIAL DUTIES AND RESPONSIBILITIES

Leads and coordinates multiple crews in the daily horticultural activities and operations involved in

maintaining public parks and facilities landscaped medians street right of ways and City trees
leads and coordinates the daily activities and operations involved in pesticide application assists in
planning assigning and reviewing the work of skilled semi skilled and unskilled employees over
sees assignments of equipment and maintains records assists in evaluating employee
performance trains new regular and temporary employees attends meetings with the public and
other City departments responds to citizen questions and complaints identifies and resolves
problems and responds to emergencies and performs special projects

PERIPHERAL DUTIES

May be required to perform regular street maintenance as assigned by immediate supervisor and
perform weekend and daily call duty as assigned

DESIRED MINIMUM QUALIFICATIONS

Education and Experience

A High school diploma or GED equivalent and

B Five 5 years of experience involving daily horticulture activities and experience in
landscape cost estimating and planning design phases of landscape and irrigation systems

C Any combination of experience and education that would be likely to provide the
required knowledge skills and abilities could be qualifying as determined by the City
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LANDSCAPE LEADPERSON CONTINUED

Necessary Knowledge Skills and Abilities

A Knowledge of the operation and maintenance characteristics of equipment used in the
division to which assigned

B Knowledge of occupational hazards and appropriate safety practices applicable to
assigned equipment for the job related duties to be performed and for subordinate
personnel

C Ability to make minor repairs and adjustments and to service equipment to which
assigned

D Ability to work from oral and written instructions and to follow job diagrams

E Ability to maintain records prepare written reports etc

F Ability to act as lead person and direct the work of a small crew

G Good physical condition and ability to perform manual tasks

H Ability to follow projects through to completion with minimum instruction and
supervision

I Ability to operate all assigned equipment safely

SPECIAL REQUIREMENTS

Valid State of California Class C Orivers license or ability to obtain one

TOOLS AND EQUIPMENT USEP

Motorized vehicles and equipment including backhoe dump truck pickup truck utility truck
street sweeper roller refuse collection vehicle front loader man lift tamper plate compactor
saws pumps compressors sanders generators common hand and power tools shovels
wrenches detection devices mobile radio phone ditch witch chain saws riding mower power
tools etc

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee is regularly required to use hands to finger
handle feel or operate objects tools or controls and reach with hands and arms The employee
frequently is required to stand and talk or hear The employee is occasionally required to walk sit
climb or balance stoop kneel crouch or crawl and smell



LANDSCAPE LEADPERSON CONTINUED

The employee must frequently lift and or move up to 50 pounds and occasionally lift and or move

up to 100 pounds Specific vision abilities required by this job include close vision distance vision
color vision peripheral vision depth perception and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee regularly works in outside weather
conditions The employee frequently works near moving mechanical parts and is frequently
exposed to wet and or humid conditions and vibration The employee occasionally works in high
precarious places and is occasionally exposed to fumes or airborne particles toxic or caustic
chemicals and risk of electrical shock

The noise level in the work environment is low to mid level

SELECTION GUIDELINES

City of Taft application rating of education and experience oral interview and reference check
job related tests may be required including a physical by the City physician

The duties listed above are intended only as illustrations of the various types of work that may be
performed The omission of specific statements of duties does not exclude them from the position
if the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and
requirements of the job change

voIl persrskjob descriptions landscape Ieadperson cIoc
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RANGE 24 3 298 4 018

CITY OF TAFT
MAINTENANCE LEADPERSON

GENERAL PURPOSE

Supervises inmate work crews from the Community Correctional Facility in construction and
maintenance of streets sidewalks sewers water systems and other public facilities Work includes
building maintenance and cleaning and minor construction work associated with the maintenance of
public buildings and equipment

SUPERVISION RECEIVED

Works under the general supervision of the Public Works Foreman

SUPERVISION EXERCISED

The purpose of this position is to supervise an inmate work crew

ESSENTIAL DUTIES AND RESPONSIBILITIES

Paints street and traffic lines crosswalks parking space lines bridges pavement legends and other
street markings installs and repairs traffic signs traffic sign posts and street construction barricades

Breaks out existing concrete street facilities and other public facilities made of concrete and forms
mixes pours and finishes concrete for street water and sewer as well as building facilities

Cleans and paints interiors and exteriors of buildings municipal vehicles and equipment cleans and
services painting tools and equipment

Cares for irrigates cleans and maintains park facilities and grounds plants and cultivates trees
shrubs flowers and lawns services park restrooms fountains and fixtures

Trims trees and bushes within the street right Of way as required

Patches and repairs asphalt surface streets and performs minor asphalt street construction projects

Removes debris and sprays weeds and collects and disposes of rubbish

Lays water lines and sewer lines and repairs water mains and sewer mains

Assists with the planning scheduling and implementation of construction maintenance and operation
and construction activities designed to provide quality water sewer street and drainage service for
the city
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MAINTENANCE LEADPERSON CONTNUED

Assists in the training of lower level employees performing the duties of maintenance construction

and repair of water sewer street and storm drainage facilities

Determines the locations of gas telephone power television water and sewer lines from the

appropriate sources prior to excavation

Responds to complaints regarding water leaks pressure loss or no water evaluates situation
explains findings to supervisor

Contacts residents and business owners in area where services will be discontinued and explains
when services will be shut off and how soon it will be turned back on

Insures the proper maintenance of equipment and tools by cleaning and checking equipment and
tools after use

Drives trucks of various sizes and weights in the loading hauling and unloading of various equipment
gravel and sand

Performs routine inspection and preventive maintenance on assigned equipment and refers defects or

needed repairs to supervisor cleans equipment

Operates light and medium sized construction and power equipment

Performs all duties in conformance to appropriate safety and security standards

Performs required labor involved in construction and maintenance projects as part of a crew

including pavement cutting ditch digging manhole and line cleaning main and pipe repair laying
and backfilling

Cuts fits lays repairs taps cleans and flushes water mains pipe gates and fittings on repair of
mains and services and installation of services fire hydrants and drinking fountains assists in

shutting off broken sections of water mains

Operates a variety of power construction and maintenance equipment used in the water sewer and
street department

PERIPHERAL DUTIES

Serves on various employee or other committees as assigned

DESIRED MINIMUM QUALIFICATIONS

Education and Experience

A Graduation from high school education or GED equivalent and

B Five 5 years of experience relating to construction maintenance or repair of streets

sewers water systems and the operation of automotive equipment associated with construction and
maintenance
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MAINTENANCE LEADPERSON CONTINUED

C One year experience supervising work crews

D Any combination of experience and education that would be likely to provide the required
knowledge skills and abilities could be qualifying as determined by the City

Necessary Knowledge Skills and Abilities

A Considerable knowledge of equipment facilities materials methods and procedures used
in maintenance construction and repair activities

B Skill in operation of some of the listed tools and equipment

C Ability to perform heavy manual tasks for extended periods of time Ability to work safely
Ability to communicate effectively verbally and in writing Ability to establish and maintain effective

working relationships with employees other departments and the public Ability to understand and

carry out written and oral instructions

SPECIAL REQUIREMENTS

Valid State of California Class B Driver s license or ability to obtain one

TOOLS AND EQUIPMENT USED

Motorized vehicles and equipment including dump truck pickup truck utility truck street sweeper
roller manlift tamper plate compactor saws pumps aeroil propane kettle compressors sanders
generators common hand and power tools shovels wrenches detection devices mobile radio

phone ditch witch

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job Reasonable accommodations may be made
to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee is regularly required to use hands to finger
handle feel or operate objects tools or controls and reach with hands and arms The employee
frequently is required to stand and talk or hear The employee is occasionally required to walk sit

climb or balance stoop kneel crouch or crawl and smell

The employee must frequently lift and or move up to 25 pounds and occasionally lift and or move up
to 100 pounds Specific vision abilities required by this job include close vision distance vision color
vision peripheral vision depth perception and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions
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MAINTENANCE LEADPERSON CONTINUED

While performing the duties of this job the employee regularly works in outside weather conditions

The employee frequently works near moving mechanical parts and is frequently exposed to wet

and or humid conditions and vibration The employee occasionally works in high precarious places
and is occasionally exposed to fumes or airborne particles toxic or caustic chemicals and risk of

electrical shock

The noise level in the work environment is usually loud

SELECTION GUIDELINES

City of Taft application rating of education and experience oral interview and reference check job
related tests may be required including a physical by the City physician

The duties listed above are intended only as illustrations of the various types of work that may be

performed The omission of specific statements of duties does not exclude them from the position if

the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and requirements
of the job change

voI1 pers rskjob descriptions maintenance leadperson des
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RANGE 20 2 991 3 640

CITY OF TAFT

MAINTENANCE WORKER RECYCLER

GENERAL PURPOSE

Under general supervision position requires the maintenance of public facilities and coordination of
the City s recycle program Work includes building maintenance cleaning and minor construction

work Operates equipment and utilizes tools as required and is responsible for routine maintenance
of tools and equipment In addition the coordinator of the city s recycle program includes

establishing recycle programs maintenance of associated records operation of equipment and

utilizing tools for construction work or recycle operations

SUPERVISION RECEIVED

A116 IIfAlIc1

Works is assigned and supervised by the Public Works 7 ill but independent judgment is

required over technical details

SUPERVISION EXERCISED

May supervise an inmate work crew

ESSENTIAL DUTIES AND RESPONSIBILITIES

Performs general building maintenance work to include cleaning painting plumbing repair carpentry
repair minor electrical work and minor HVAC maintenance

Performs concrete repair on publiC facilities to include concrete demolition setting forms and
concrete finish work

Operates equipment as needed to include a loader backhoe street sweeper trucks refuse truck and
other mechanized equipment

Performs routine inspection and preventative maintenance on assigned equipment and refers defects
or needed repairs to supervisor cleans equipment

Performs manual work with power tools and hand tools and acts as crew chief or lead worker in a

crew performing manual work

May operate City recycle yard checking materials received and supervision the placement of

materials

Maintains records for recycle operations fuel facilities work operations etc

Handles after hour and weekend call out status as assigned
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MAINTENANCE WORKER RECYCLER CONTINUED

Responsible for coordinating the City s recycle activities to include collection separation and disposal
of recycle materials working with other agencies on recycle programs and maintaining records

concerning the City s recycle programs

PERIPHERAL DUTIES

Serves as a grounds person on the line crew as required and assigned

Controls traffic at work sites by flagging to guide traffic through work areas as required or assigned

Serves on various employee or other committees as assigned

DESIRED MINIMUM OUALlFICATlONS

Education and Experience

A High school diploma or GED equivalent and

B Two 2 years of experience involving the operation of medium and light construction and

automotive equipment

C Any combination of experience and education that would be likely to provide the required
knowledge skills and abilities could be qualifying as determined by the City

Necessary Knowledge Skills and Abilities

A Knowledge of the operation and maintenance characteristics of equipment used in the

division to which assigned

B Knowledge of occupational hazards and appropriate safety practices applicable to assigned
equipment for the job related duties to be performed and for subordinate personnel

C Ability to make minor repairs and adjustments and to service equipment to which assigned

D Ability to work from oral and written instructions and to follow job diagrams

E Ability to maintain records prepare written reports etc

F Ability to act as lead person and direct the work of a small crew

G Good physical condition and ability to perform manual tasks

H Ability to follow projects through to completion with minimum instruction and supervision
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MAINTENANCE WORKER RECYCLER CONTINUED

1 Ability to operate all assigned equipment safely

SPECIAL REOUIREMENTS

Valid State of California Class B Driver s license or ability to obtain one

TOOLS AND EOUIPMENT USED

Motorized vehicles and equipment including backhoe dump truck pickup truck utility truck street

sweeper roller refuse collection vehicle front loader man lift tamper plate compactor saws pumps
compressors sanders generators common hand and power tools shovels wrenches detection
devices mobile radio phone ditch witch

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job Reasonable accommodations may be made
to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee is regularly required to use hands to finger
handle feel or operate objects tools or controls and reach with hands and arms The employee
frequently is required to stand and talk or hear The employee is occasionally required to walk sit
climb or balance stoop kneel crouch or crawl and smell

The employee must frequently lift and or move up to 25 poundS and occasionally lift and or move up
to 100 pounds SpeCific vision abilities required by this job include close vision distance vision color

vision peripheral vision depth perception and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may be

made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee regularly works in outside weather conditions
The employee frequently works near moving mechanical parts and is frequently exposed to wet

and or humid conditions and vibration The employee occasionally works in high precarious places
and is occasionally exposed to fumes or airborne particles toxic or caustic chemicals and risk of

electrical shock

The noise level in the work environment is usually loud

SELECTION GUIDELINES

City of Taft application rating of education and experience oral interview and reference check job
related tests may be required including a physical by the City physician
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MAINTENANCE WORKER RECYCLER CONTINUED

The duties listed above are intended only as illustrations of the various types of work that may be

performed The omission of specific statements of duties does not exclude them from the position if

the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and requirements
of the job change

vol1fpers rsIjob descriptionS maintenanceWQI1cer recycler des
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RANGE 16 2 713 3 298

CITY OF TAFT

MAINTENANCE WORKER
GENERAL PURPOSE

Under direction constructs and maintains streets sewers water systems and other public facilities

Work includes building maintenance and cleaning and minor construction work associated with the
maintenance of publiC buildings and equipment Operates equipment and utilizes tools as required
and is responsible for routine maintenance of tools and equipment Work is subject to review while in

progress and upon completion for conformance to instructions May act as lead man for small crew

assigned to do specific tasks May act independently to accomplish an assigned task

SUPERVISION RECEIVED

Works under the general supervision of the Public Works Foreman

SUPERVISION EXERCISED

May supervise an inmate work crew

ESSENTIAL DUTIES AND RESPONSIBILITIES

Paints street and traffic lines crosswalks parking space lines bridges pavement legends and other

street markings installs and repairs traffic signs traffic sign posts and street construction barricades

Breaks out existing concrete street facilities and other publiC facilities made of concrete and forms

mixes pours and finishes concrete for street water and sewer as well as building facilities

Cleans and paints interiors and exteriors of buildings municipal vehicles and equipment cleans and

services painting tools and equipment

Cares for irrigates cleans and maintains park facilities and grounds plants and cultivates trees

shrubs flowers and lawns services park restrooms fountains and fixtures

Trims trees and bushes within the street right of way as required

Patches and repairs asphalt surface streets and performs minor asphalt street construction projects

Removes debris and sprays weeds and collects and disposes of rubbish

Sets out and removes temporary facilities such as barricades reviewing stands and voting booths as

required

Lays water lines and sewer lines and repairs water mains and sewer mains
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MAINTENANCE WORKER CONTINUED

Occasionally operates a refuse collection vehicle equipped with an automated refuse pickup system

Occasionally operates a backhoe street sweeper grader loader trucks and other mechanized

equipment

Insures the proper maintenance of equipment and tools by cleaning and checking equipment and
tools after use

Performs all duties in conformance to appropriate safety and security standards

Performs general janitorial maintenance work

PERIPHERAL DUTIES

Serves on various employee or other committees as assigned

DESIRED MINIMUM QUALIFICATIONS

Education and Experience

A High school diploma or GED equivalent and

B One 1 year of experience in the construction or maintenance of streets sewers water

systems and the operation of automotive equipment associated with construction and maintenance

C Any combination of experience and education that would be likely to provide the required
knowledge skills and abilities could be qualifying as determined by the City

Necessary Knowledge Skills and Abilities

A Knowledge of the basic methods tools equipment and materials used in maintenance

work pertinent to job assignment

B Knowledge of related work hazards and appropriate safety practices for the job related
duties to be performed and for subordinate personnel

C Ability to work from oral and written instructions and to follow job diagrams

D Ability to perform manual labor for extended periods

E Ability to work at an assigned task for periods of time with minimum supervision

F Ability to develop skill in the use and maintenance of tools and equipment



MAINTENANCE WORKER CONTINUED

G Skill in the operation of automotive equipment
H Ability to communicate effectively verbally and in writing Ability to establish and maintain

effective working relationships with employees supervisors and the public

SPECIAL REQUIREMENTS

Valid State of California Class B Driver s license or ability to obtain one

TOOLS AND EOUIPMENT USED

Motorized vehicles and equipment including dump truck pickup truck utility truck street sweeper
roller manlift tamper plate compactor saws pumps compressors sanders generators common

hand and power tools shovels wrenches detection devices mobile radio phone ditch witch

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job Reasonable accommodations may be made
to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee is regularly required to use hands to finger
handle feel or operate objects tools or controls and reach with hands and arms The employee
frequently is required to stand and talk or hear The employee is occasionally required to walk sit
climb or balance stoop kneel crouch or crawl and smell

The employee must frequently lift and or move up to 25 pounds and occasionally lift and or move up
to 100 pounds Specific vision abilities required by this job include close vision distance vision color
vision peripheral vision depth perception and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee regularly works in outside weather conditions
The employee frequently works near moving mechanical parts and is frequently exposed to wet

and or humid conditions and vibration The employee occasionally works in high precarious places
and is occasionally exposed to fumes or airborne particles toxic or caustic chemicals and risk of
electrical shock

The noise level in the work environment is usually loud
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MAINTENANCE WORKER CONTINUED

SELECTION GUIDELINES

City of Taft application rating of education and experience oral interview and reference check job
related tests may be required including a physical by the City physician

The duties listed above are intended only as illustrations of the various types of work that may be

performed The omission of specific statements of duties does not exclude them from the position if

the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and requirements
of the job change

voll pers rskjob descriptionSmaintenanceWOI1cerdes
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RANGE 24 3 298 4 018

CITY OF TAFT

MECHANIC II

GENERAL PURPOSE

Performs semi skilled skilled and administrative work in maintaining the vehicles and mechanical

equipment for all City departments

SUPERVISION RECEIVED

Works under the general supervision of the Public Works Foreman

SUPERVISION EXERCISED

This position supervises inmate labor

ESSENTIAL DUTIES AND RESPONSIBILITIES

Plans carries out and evaluates preventive maintenance schedules for all vehicles and mechanical
equipment either personally or through outside vendors

Operates a variety of diagnostic instruments and a variety of hand electric and air driven tools

Tests services and repairs vehicles and mechanical equipment

Inspects adjusts and replaces necessary units and related parts in the performance of repair and
maintenance work

Repairs brake engine electrical fuel hydraulic transmission ignition air exhaust axle assemblies
and related systems

Cuts and welds metal and performs body repair touch up and related work

Changes and repairs tires and tubes

Evaluates status of mechanical equipment and vehicles and performs or schedules needed repairs

Conducts various analyses and inspections of vehicles and mechanical systems to determine the most

cost effective means of maintenance repair or replacement

Develops shop procedures and budget data for the maintenance and repair of vehicles and
mechanical systems

Purchases equipment parts and supplies used for vehicle and mechanical system maintenance
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MECHANIC II CONTINUED

Provides emergency field assistance to disabled equipment as needed and appropriate

Performs required California Highway Patrol safety inspections on transit vehicles

Assists in the preparation of bid specifications for vehicles and mechanical equipment

Assists in the preparation and administration of mechanical budgets in conformance with adopted
policies and procedures

Maintains records prepares reports and other specialized maintenance records of equipment and
mechanical equipment Distributes costs to various departments

Organizes supervises and inspects work performed by inmate labor

PERIPHERAL DUTIES

May serve as a member of various employee committees

DESIRED MINIMUM QUALIFICATIONS

Education and Experience

A High school diploma or GED equivalent plus some specialized training in mechanics
maintenance management or a closely related field

B Four 4 years experience as a skilled mechanic or

C Any combination of experience and education that would be likely to provide the required
knowledge skills and abilities could be qualifying as determined by the City

Necessary Knowledge Skills and Abilities

A Thorough knowledge of automotive mechanics Considerable knowledge of gas and diesel

engines transmissions hydraulics fire pumps and valves generators and welding
price trends and grades or quality of materials and equipment Working knowledge of the hazards
and safety precautions common to municipal maintenance and repair activities Working knowledge of
the practices methods materials and tools used in modern equipment maintenance

B Skill in operation of listed tools and equipment

C Ability to establish and maintain effective preventive maintenance programs policies and

procedures Ability to maintain effective accounting procedures Ability to carry out assigned projects
to their completion Ability to communicate effectively verbally and in writing Ability to establish and

maintain effective working relationships with employees supervisors vendors and the public
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MECHANIC II CONTINUED

SPECIAL REOUIREMENTS

Valid State of California Class B Drivers License or ability to obtain one

TOOLS AND EOUIPMENT USED

Motorized vehicles for mechanical testing purposes power and hand tools and equipment for vehicle
and mechanical system work mechanic s tools including jacks hydraulic lifts air tools and other

tools required for minor repairs and routine maintenance of motorized vehicles electronic vehicle

diagnostic equipment personal computer calculator phone mobile or portable radio

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job Reasonable accommodations may be made
to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee is frequently required to use hands to finger
handle feel or operate objects tools or controls and reach with hands and arms The employee is

occasionally required to climb or balance stoop kneel crouch or crawl
The employee is occasionally required to walk sit and talk or hear The employee must frequently lift
and or move up to 25 pounds and occasionally lift weights up to 100 pounds Specific vision abilities

required by this job include close vision color vision and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may be

made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee frequently works near moving mechanical parts
or in outside weather conditions The employee is occasionally exposed to wet and or humid
conditions fumes toxic or caustic chemicals

The noise level in the work environment is moderately noisy

voll pers rskjob desoiptlonSmechanlC II des
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MECHANIC II CONTINUED

SELECTION GUIDELINES

City of Taft application rating of education and experience oral interview and reference check job
related tests may be required including a physical by the City physician

The duties listed above are intended only as illustrations of the various types of work that may be

performed The omission of specific statements of duties does not exclude them from the position if

the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and requirements
of the job change

c becky mechanlc pos
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RANGE 16 2 713 3 298

CITY OF TAFT

MECHANIC

GENERAL PURPOSE

Performs general automotive truck and equipment maintenance and repair to maintain the vehicles
and mechanical equipment for all City departments

SUPERVISION RECEIVED

Works under the general supervision of the Public Works Foreman

SUPERVISION EXERCISED

None generally

ESSENTIAL DUTIES AND RESPONSIBILITIES

Performs general maintenance and repair on automobiles light and heavy trucks backhoes loaders
and other automotive and mechanical equipment

Performs lubrication and other routine service work

Performs tire repair balancing and change out services

Assists in trouble shooting overhaul and major repair activities

Performs general maintenance work on the tools equipment and garage facilities as required to

maintain a safe and efficient garage operation

Provides emergency field assistance to disabled equipment as needed and appropriate Responds
after hours and on weekends as assigned

PERIPHERAL DUTIES

May serve as a member of various employee committees

DESIRED MINIMUM OUALlFICATlONS

Education and Experience

A High school diploma or GED equivalent plus some training in mechanics maintenance

management or a closely related field

B One 1 year experience as an auto truck mechanic or
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MECHANIC CONTINUED

C Any combination of experience and education that would be likely to provide the required
knowledge skills and abilities could be qualifying as determined by the City

Necessary Knowledge Skills and Abilities

A Knowledge of the principles of operation of gasoline and diesel engines and of mechanical

repair methods as applicable to automobiles light and heavy trucks and construction equipment
Knowledge of the hazards and safety precautions common to municipal maintenance and repair
activities Working knowledge of the practices methods materials and tools used in modern

equipment maintenance

B Skill in operation and care of listed tools and equipment

C Ability to communicate effectively verbally and in writing Ability to establish and maintain
effective working relationships with employees supervisors vendors and the public

SPECIAL REOUIREMENTS

Valid State of California Class B Driver s License or ability to obtain one

TOOLS AND EOUJ t t t1IT l ED

Motorized vehicles for mechanical testing purposes power and hand tools and equipment for vehicle
and mechanical system work mechanic s tools including jacks hydraulic lifts air tools and other
tools required for minor repairs and routine maintenance of motorized vehicles electronic vehicle

diagnostic equipment personal computer calculator phone mobile or portable radio

PHYSICAL DEMANDS

The phYSical demands described here are representative of those that must be met by an employee
to succeSSfully perform the essential functions of this job Reasonable accommodations may be made

to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee is frequently required to use hands to finger
handle feel or operate objects tools or controls and reach with hands and arms The employee is

occasionally required to climb or balance stoop kneel crouch or crawl
The employee is occasionally required to walk sit and talk or hear The employee must frequently lift

and or move up to 25 pounds and occasionally lift weights up to 100 pounds SpeCific vision abilities

required by this job include close vision color vision and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee frequently works near moving mechanical parts



I

MECHANIC CONTINUED

parts or in outside weather conditions The employee is occasionally exposed to wet and or humid
conditions fumes toxic or caustic chemicals

The noise level in the work environment is moderately noisy

SELECTION GUIDELINES

City of Taft application rating of education and experience oral interview and reference check job
related tests may be required including a phYSical by the City physician

The duties listed above are intended only as illustrations of the various types of work that may be

performed The omission of specific statements of duties does not exclude them from the position if
the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and requirements
of the job change

voll pers rskJob descriptlonSmechanlc pas
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CONTRACT
CITY OF TAFT

MUNICIPAL RECORDS ADMINISTRATOR

GENERAL PURPOSE

Maintains official records of the City of Taft and provides required support services to elected
municipal officers and City staff

SUPERVISION RECEIVED

Works under the general supervision of the City Manager and shall exhibit sufficient professional
ability to administer the department with minimum supervision

SUPERVISION EXERCISED

Shall provide direct supervision to those individuals assigned to the Municipal Records
Department

ESSENTIAL DUTIES AND RESPONSIBILITIES

Develops and maintains a records management program for the City

Acts as City archivisthistorian researches City archives for Council staff and public

Disseminates information and records per California Public Information Act and Council policy

Assures that assigned areas of responsibility are performed within budget performs cost control
activities monitors revenues and expenditures in assigned area to assure sound fiscal control
prepares annual budget requests assures effective and efficient use of budgeted funds materials
facilities and time

Prepares a variety of studies reports and related information for decision making purposes

Files ordinances and resolutions of the council and oversees the codification of ordinances into the
municipal code

Assists in voter registration procedures

Prepares reports for Council Meetings as directed

Prepare surveys and other reports as directed

Provides public records and information to citizens civic groups the media and other agencies as

requested
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MUNIGPAL RECORDS ADMINISTRATOR CONTINUED

PERIPHERAL DUTIES

Attend seminars and workshops related to City Clerk and Records Management duties and
responsibilities

Assist with Council Member s and Mayor s correspondence make reservations and travel
arrangements for meetings seminars and conventions

Assists in the preparation of ordinances and resolutions as directed

Prepares Council Chambers prior to meetings Organizes City Council receptions and events

DESIRED MINIMUM QUALIFICATIONS

Education and Experience

A Graduation from high school or GED equivalent shall exhibit proficiency in English
typing mathematics records management and office procedures An Associate Degree from an
accredited college or university or a Certified Municipal Clerk designation is desirable

B Five 5 years of secretarial and administrative experience with demonstrated
administrative ability

Any combination of experience and education that would be likely to provide the required
knowledge skills and abilities could be qualifying as determined by the City

Necessary Knowledge Skills and Abilities

A Working knowledge of the principles and practices of modern public administration
Extensive knowledge of office practices and procedures Thorough knowledge of modern records
management techniques including legal requirements for recording retention and disposal

B Skill in operation of listed tools and equipment

C Ability to accurately record and maintain records Ability to establish and maintain
effective working relationships with employees other departments officials and the public Ability
to communicate effectively verbally and in writing Ability to plan organize and supervise clerical
workers and assigned staff

SPECIAL REQUIREMENTS

A Must be bondable

B Valid State Driver s License or ability to obtain one
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MUNIOPAL RECORDS ADMINISTRATOR CONTINUED

TOOLS AND EQUIPMENT USED

Typewriter personal computer including word processing spreadsheet and data base software
lO key calculator phone copy machine fax machine

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an

employee to successfully perform the essential functions of this job Reasonable accommodations

may be made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee is frequently required to sit and talk or hear
use hands to finger handle feel or operate objects tools or controls and reach with hands and
arms The employee is occasionally required to walk

The employee must occasionally lift and or move up to 25 pounds Specific vision abilities required
by this job include close vision and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions

The noise level in the work environment is usually quiet
SELECTION GUIDELINES

Formal application rating of education and experience oral interview and reference check job
related tests may be required

The duties listed above are intended only as illustrations of the various types of work that may be
performed The omission ofspecific statements of duties does not exclude them from the position
if the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and
requirements of the job change
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RANGE 11 2 403 2 920

CITY OF TAFT
OFFICE ASSISTANT II

GENERAL PURPOSE

Performs a variety of routine clerical secretarial and administrative work in answering phones
receiving the public providing customer assistance cashiering data processing and bookkeeping

SUPERVISION RECEIVED

Works under the general supervision of the Department Head or his her designee

SUPERVISION EXERCISED

None

ESSENTIAL DUTIES AND RESPONSIBILITIES

Coordinates the office operations of the department Develops and maintains office forms and

procedures and assists with administrative tasks involving personnel budgeting and facilities

Prepares agendas and supporting materials may take and transcribe minutes prepares and
distributes minutes and reports

Schedules appointments registers personnel for conferences and seminars makes travel

arrangements and itineraries coordinates public use ofCity facilities City Park Council Chambers
Conference Rooms etc

Composes types and edits correspondence reports memoranda and other material requiring
judgment as to content accuracy and completeness

May answer central telephone system and mobile radio base station may act as backup
dispatcher for the City transit system

Receives the public and answers questions responds to inquiries from employees citizens and
others and refers when necessary to appropriate persons deals with routing complaints routes

salespersons and suppliers interprets regulations according to established standards and applies
rules to a variety of work situations

May serve as cashier including receipting of utility payments and various other payments

Issues various licenses and permits as assigned

Receives stamps and distributes incoming mail processes outgoing mail

PERIPHERAL DUTIES

Provides backup to related positions



OFFICE ASSISTANT II CONTINUED

Prepares and maintains employee time and other related records for the department may
maintain City and departmental filing systems

Prepares and maintains library inventory for department

DESIRED MINIMUM OUALlFICATlONS

Education and Experience

A Graduation from a high school or GED equivalent with specialized course work in

general office practices such as typing filing accounting and bookkeeping and

6 Two 2 years of increasingly responsible related experience

C Any combination of experience and education that would be likely to provide the

required knowledge skills and abilities could be qualifying as determined by the City

Necessary Knowledge Skills and Abilities

A Working knowledge of computers and electronic data processing working knowledge
of modern office practices and procedures some knowledge of accounting principles and

practices

6 Skill in operation of listed tools and equipment

C Ability to perform cashier duties accurately ability to effectively meet and deal with the

public ability to communicate effectively verbally and in writing ability to handle stressful
situations

TOOLS AND EQUIPMENT USED

Telephone personal computer including word processing software copy machine postage
machine fax machine base radio lO key calculator dictating equipment

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an

employee to successfully perform the essential functions of this job Reasonable accommodations

may be made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee is frequently required to sit and talk or hear
The employee is occasionally required to walk use hands to finger handle or feel objects tools
or controls and reach with hands and arms

The employee must occasionally lift and or move up to 25 pounds Specific vision abilities required
by this job include close vision and the ability to adjust focus



OFFICE ASSISTANT CONTINUED

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions

The noise level in the work environment is usually quiet

SELECTION GUIDELINES

City of Taft Application rating of education and experience oral interview and reference check
job related tests may be required including a physical by the City physician

The duties listed above are intended only as illustrations of the various types of work that may be
performed The omission of specific statements of duties does not exclude them from the position
if the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and
requirements of the job change

voltpersrskjob descr1ptions offlceassistantdes
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RANGE 9 2 288 2 781

CITY OF TAFT

OFFICE ASSISTANT
GENERAL PURPOSE

Performs a variety of routine clerical secretarial and administrative work in answering phones
receiving the public providing customer assistance cashiering data processing and bookkeeping

SUPERVISION RECEIVED

Works under the general supervision of the Department Head or his her designee

SUPERVISION EXERCISED

None

ESSENTIAL DUTIES AND RESPONSIBILITIES

Develops and maintains office forms and procedures and assists with administrative tasks

involving personnel budgeting and facilities

Assists in the preparation of agendas and supporting materials may take and transcribe minutes

prepares and distributes minutes and reports

Schedules appointments registers personnel for conferences and seminars makes travel

arrangements and itineraries coordinates publiC use of City facilities City Park Council Chambers

Conference Rooms etc

Types and edits correspondence reports memoranda and other material requiring judgment as

to content accuracy and completeness

May answer central telephone system and mobile radio base station may act as backup
dispatcher for the City transit system

Receives the publiC and answers questions responds to inquiries from employees citizens and
others and refers when necessary to appropriate persons deals with routing complaints routes

saleSPersons and suppliers interprets regulations according to established standards and applies
rules to a variety of work situations

May serve as cashier including receipting of utility payments and various other payments

Issues various licenses and permits as assigned

Receives stamps and distributes incoming mail processes outgoing mail

PERIPHERAL DUTIES

Provides backup to related positions



OFFICE ASSISTANT CONTINUED

Prepares and maintains employee time and other related records for the department may
maintain City and departmental filing systems

Prepares and maintains library inventory for department

DESIRED MINIMUM OUALlFICATIONS

Education and Experience

A Graduation from a high school or GED equivalent with specialized course work in
general office practices such as typing filing accounting and bookkeeping and

B One 1 year of responsible related experience

C Any combination of experience and education that would be likely to provide the

required knowledge skills and abilities could be qualifying as determined by the City

Necessary Knowledge Skills and Abilities

A Working knowledge of computers and electronic data processing working knowledge
of modern office practices and procedures some knowledge of accounting principles and
practices

B Skill in operation of listed tools and equipment

C Ability to perform cashier duties accurately ability to effectively meet and deal with the
public ability to communicate effectively verbally and in writing ability to handle stressful
situations

TOOLS AND EQUIPMENT USED

Telephone personal computer including word processing software copy machine postage
machine fax machine base radio lO key calculator dictating equipment

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an

employee to successfully perform the essential functions of this job Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee is frequently required to sit and talk or hear
The employee is occasionally required to walk use hands to finger handle or feel objects tools
or controls and reach with hands and arms

The employee must occasionally lift and or move up to 25 pounds Specific vision abilities required
by this job include close vision and the abilityto adjust focus



OFFICE ASSISTANT CONTINUED

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions

The noise level in the work environment is usually quiet

SELECTION GUIDELINES

City of Taft Application rating of education and experience oral interview and reference check

job related tests may be required including a physical by the City physician

The duties listed above are intended only as illustrations of the various types of work that may be

performed The omission of specific statements of duties does not exclude them from the position
if the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and

requirements of the job change
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RANGE 20 $2,840 - $3,453 
CITY OF TAFT 

CCF OFFICE TECHNICIAN II 
 

 
GENERAL PURPOSE 

Under general supervision performs varied complex secretarial and responsible office clerical work 
requiring initiative and independent judgment. 
 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

Performs routine clerical and administrative work. 
 
Receives incoming calls and routes callers or provides information as required.  Receives the 
public, providing customer assistance. 
 
Responds to inquiries from employees, citizens and others and refers, when necessary, to 
appropriate persons; interprets regulations according to established standards and applies rules to 
a variety of work situations. 
 
Assists in the procurement of department materials and supplies. 
 
Operates listed office machines as required. 
 
Receives, stamps, sorts and distributes incoming mail, and processes outgoing mail. 
 
Composes, types, and edits a variety of correspondence, reports, memoranda, and other material 
requiring judgment as to content, accuracy, and completeness. 
 
Inputs data to standard office and department forms; compiles data for various reports. 
 
Prepares records such as notices, minutes, and resolutions. 
 
Acts as custodian of departmental documents and records.  Establishes and maintains filing 
systems, control records and indexes using moderate independent judgment. 
 
May record minutes of meetings and prepare and distribute agendas. 
 
Performs related work as assigned. 
 

 
PERIPHERAL DUTIES 

Operates a vehicle to run errands. 
 
 
 
 



CCF OFFICE TECHNICIAN II CONTINUED 
 
 

 

 
DESIRED MINIMUM QUALIFICATIONS 

Education and Experience: 
 

(A) Graduation from a high school or GED equivalent with specialized course work in 
general office practices such as typing, filing, business English and spelling.   
 

(B) Four (4) years of clerical experience. 
 
(C) Any combination of experience and education that would be likely to provide the 

required knowledge, skills, and abilities could be qualifying, as determined by the City.  
 
Necessary Knowledge, Skills and Abilities: 
 

(A) Proficient in the operation of a computer/word processor utilizing WordPerfect. 
 

(B) Working knowledge of modern office practices and procedures, and record 
maintenance. 
 

(C) Skill in operation of listed tools and equipment. 
 

(D) Ability to effectively meet and deal with the public, communicate effectively verbally 
and in writing, and handle stressful situations. 
 

(E) Knowledge of business English, and spelling, punctuation and arithmetic. 
 

(F) Ability to perform clerical functions independently and to make minor decisions in 
accordance with established regulations, procedures, or policy. 
 

(G) Ability to understand and follow written or oral instructions. 
 

(H) Skill in typing at a minimum rate of speed of fifty (50) words per minute over a 
sustained period of time. 
 

 
TOOLS AND EQUIPMENT USED 

Telephone systems; personal computer including word processing software; dictation machine, 
copy machine; postage machine; fax machine; calculator. 
 

 
PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is frequently required to sit and talk or hear. 
The employee is occasionally required to walk; use hands to finger, handle, or feel objects, tools, 



CCF OFFICE TECHNICIAN II CONTINUED 
 
 

 

or controls; and reach with hands and arms. 
 
The employee may occasionally lift and/or move up to 25 pounds.  Specific vision abilities required 
by this job include close vision and the ability to adjust focus. 
 

 
WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually quiet. 
 

 
SELECTION GUIDELINES 

City of Taft application required; rating of education and experience; oral interview and 
background check; job related tests including a physical by the City physician. 
 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed.  The omission of specific statements of duties does not exclude them from the position 
if the work is similar, related, or a logical assignment to the position. 
 
The job description does not constitute an employment agreement between the employer and 
employee, and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 
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RANGE 16 $2,576 - $3,131 
CITY OF TAFT 

CCF OFFICE TECHNICIAN 
 

 
GENERAL PURPOSE 

Under general supervision performs varied complex secretarial and responsible office clerical work 
requiring initiative and independent judgment. 
 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

Performs routine clerical and administrative work. 
 
Receives incoming calls and routes callers or provides information as required.  Receives the 
public, provides customer assistance. 
 
Responds to inquiries from employees, citizens and others and refers, when necessary, to 
appropriate persons; interprets regulations according to established standards and applies rules to 
a variety of work situations. 
 
Assists in the procurement of department materials and supplies. 
 
Operates listed office machines as required. 
 
Receives, stamps, sorts and distributes incoming mail, and processes outgoing mail. 
 
Composes, types, and edits a variety of correspondence, reports, memoranda, and other material 
requiring judgment as to content, accuracy, and completeness. 
 
Inputs data to standard office and department forms; compiles data for various reports. 
 
Prepares records such as notices, minutes, and resolutions. 
 
Acts as custodian of departmental documents and records.  Establishes and maintains filing 
systems, control records and indexes using moderate independent judgment. 
 
May record minutes of meetings and prepare and distribute agendas. 
 
Performs related work as assigned. 
 

 
PERIPHERAL DUTIES 

Operates a vehicle to run errands. 
 
 
 
 
 



CCF OFFICE TECHNICIAN CONTINUED  
 

 

 
DESIRED MINIMUM QUALIFICATIONS 

Education and Experience: 
 

(A) Graduation from a high school or GED equivalent with specialized course work in 
general office practices such as typing, filing, business English and spelling.   
 

(B) Two (2) years of clerical experience. 
 
(C) Any combination of experience and education that would be likely to provide the 

required knowledge, skills, and abilities could be qualifying, as determined by the City. 
 
Necessary Knowledge, Skills and Abilities: 
 

(A) Proficient in the operation of a computer/word processor utilizing WordPerfect. 
 

(B) Working knowledge of modern office practices, and procedures, and record 
maintenance. 
 

(C) Skill in operation of listed tools and equipment. 
 

(D) Ability to effectively meet and deal with the public, communicate effectively verbally 
and in writing, and handle stressful situations. 
 

(E) Knowledge of business English, and spelling, punctuation and arithmetic. 
 

(F) Ability to perform clerical functions independently and to make minor decisions in 
accordance with established regulations, procedures, or policy. 
 

(G) Ability to understand and follow written or oral instructions. 
 

 
TOOLS AND EQUIPMENT USED 

Telephone systems; personal computer including word processing software; dictation machine, 
copy machine; postage machine; fax machine; calculator. 
 

 
PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
  
While performing the duties of this job, the employee is frequently required to sit and talk or hear. 
The employee is occasionally required to walk; use hands to finger, handle, or feel objects, tools, 
or controls; and reach with hands and arms. 
 
The employee may occasionally lift and/or move up to 25 pounds.  Specific vision abilities required 



CCF OFFICE TECHNICIAN CONTINUED  
 

 

by this job include close vision and the ability to adjust focus. 
 

 
WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually quiet. 
 

 
SELECTION GUIDELINES 

City of Taft application required; rating of education and experience; oral interview and 
background check; job related tests including a physical by the City physician. 
 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed.  The omission of specific statements of duties does not exclude them from the position 
if the work is similar, related, or a logical assignment to the position. 
 
The job description does not constitute an employment agreement between the employer and 
employee, and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 
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PLANNING INFORMATION

SYSTEMS ANALYST

CODE 1040

Range 3 552 4 328
GENERAL PURPOSE

Assists in the development and maintenance of a Citywide Geographic Information System GIS

performs technical analytical work in developing writing testing and implementing computer
programs for the GIS system develops and maintains City base map and associated layers
performs other work as required Performs complex procedures and applications involving land
base data and information which requires specialized training and experience in GIS systems and
programming languages Assists in City Planning functions

SUPERVISOIN RECEIVED

Works under the supervision of the Director of Building Planning or his her designee

SUPERVISION EXERCISED

None

ESSENTIAL DUTIES AND RESPONSIBILmES

Assists in the development operation and maintenance of the City s GIS system

Writes macros and high level language routines to maintain and access GIS geography and
associated tabular data

Develops and maintains City base maps and associated layers including parcel land use and

zoning maps and all infrastructure features

Performs document research and analysis in preparation for data entry by coordinate geometry
enters data through the use of coordinate geometry digitizing and other data conversion methods
conducts quality assurance checks on entered data

Assists in the development of short and long range plans provides information on planning and
related matters to community groups and interested persons

Accepts and assists in processing various planning application and permits assists city staff in the
enforcement of local ordinances and in interpreting city codes and master plans

Assists in designs for parks streetscapes landscapes and other municipal projects gathers
interprets and prepares data for research studies reports and recommendations prepares
graphics and maps for a variety of reports plans grant applications publications or meetings
and maintains the database of information for planning purposes

PERIPHERAL DUTIES

Serves as a member of various committees as assigned



PLANNING INFORMATION SYSTEMS ANALYST CONTINUED

Serves when assigned as a member of a planning task force composed of local county or state

groups attends professional development workshops and conferences to keep abreast of trends
and developments in the field of municipal planning

Assists other staff members as needed

DESIRED MINIMUM OUALlFICATlONS

Education and Experience

A Graduation from an accredited College or University with a degree in urban planning
geography computer science public administration or related field and

6 Certification in GIS from an accredited college or University and

C Two years recent experience working with a variety of GIS applications preferably in
local municipal government and

D Any equivalent combination of education and experience

Necessary Knowledge Skills and Abilities

A Knowledge of GIS products techniques procedures and concepts at least one of the

following programming languages Avenue AML ARC Macro Language Visual Basic

C C or other high level OOP Object Orientated Program languages SQL
Structured Query Language database packages including ORACLE Microsoft Access

and Paradox AutoCAD experience desirable Windows NT operating system tax

parcel recording process and COGO and

B Ability to read and interpret planning engineering and building maps and documents

carry out tasks independently with attention to detail develop programming code to

automate simplify and enhance day to day GIS operations develop and maintain

effective working relationships with GIS users in other departments and agencies
communicate effectively orally and in writing and

C Ability to learn and perform City Planning operations such as application processing
conduction of surveys research development of planning documents if the selected
candidate does not have a planning degree and

D Ability to communicate effectively orally and in writing with architects contractors

developers owners supervisors employees and the general public Ability to

establish effective working relationships

SPECIAL REOUIREMENTS

Valid State of California Driver s License or ability to obtain one
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PLANNING INFORMATION SYSTEMS ANALYST CONTINUED

TOOLS AND EOUIPMENT USED

Network servers desktop computers including word processing and GIS applications scanners

plotters geo positioning systems motor vehicle calculator phone and copy and fax machine

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an

employee to successfully perform the essential functions of this job Reasonable accommodations

may be made to enable individuals with disabilities to perform the essential functions
Work is performed mostly in office settings Some outdoor work is required in the inspection of
various parcels development sites street furniture conducting of surveys etc Hand eye

coordination is necessary to operate computers and various pieces of office and field equipments

While performing the duties of this job the employee is occasionally required to stand or sit walk
use hands to ginger handle feel or operate objects tools or controls and reach with hands and
arms The employee is occasionally required to climb or balance stoop kneel crouch or crawl
talk or hear

The employee must occasionally lift and or move up to 10 pounds

Specific vision abilities required by this job include close vision distance vision color vision

peripheral vision depth perception and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee occasionally works in outside weather

conditions The employee is occasionally exposed to we and or humid conditions or airborne

particles

The noise level in the work environment is usually quiet in the office and moderate in the field

SELECTION GUIDELINES

City of Taft application rating of education and experience oral interview and reference check

job related tests may be required including a physical by the City Physician

The duties listed above are intended only as illustrations of the various types of work the may be

performed The omission of specific statements of duties does not exclude them form the position
if the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and

requirements of the job change
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Range 45 5 643 6 870

CITY OF TAFT

PRINCIPAL PLANNER

GENERAL PURPOSE

Performs a variety of routine and complex administrative technical and professional work in the
current and or long range planning programs of the city related to the development and
implementation of land use and related municipal plans and policies

SUPERVISION RECEIVED

Works under the general supervision of the City Planning Director or his her designee

SUPERVISION EXERCISED

Generally none

ESSENTIAL DUTIES AND RESPONSIBILITIES

Develops short and long range plans gathers interprets and prepares data for studies reports
and recommendations coordinates department activities with other departments and agencies as

needed

Provides technical and professional advice makes presentations to supervisors boards
commissions civic groups and the general public Provides information on land use applications
ordinances codes plans and related planning programs services or regulations to architects
engineers developers contractors owners community groups and interested persons

Prepares a variety of studies reports and related information for decision making purposes

Conducts technical research studies and prepares statistical reports and recommendations for
drafting or revising local legislation and plans projecting trends monitoring socio economic data
etc

Assists in the development and implementation of growth management land use economic

development utility housing transportation facilities solid waste or other plans and codes to
meet the City s needs and any inter governmental agreements or requirements

Evaluates land use proposals for conformity to established plans and ordinances evaluates
proposals development impact as they relate to the adopted plans of the City and make
recommendations

Evaluates land use applications and site plans for compliance with applicable local state or Federal
laws Monitors assigned land use applications through the approval states and prepares reports
and related data as required
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PRINOPAL PLANNER CONTINUED

Processes development applications for subdivisions precise development conditional use

permits zone changes general plan amendments annexations variances and environmental
reviews

Provides staff support to the Planning Commission as needed and assigned Prepares planning
reports and supporting data including recommendations or various land use proposals

Evaluates environmental information and recommends mitigation measures to reduce adverse

impacts of development

Enforces compliance with the City Code in all areas relating to land use including but not limited to

zoning signage landscaping home occupations variances and conditional use permits

Assists in designs for parks streetscapes landscapes and other municipal projects

Updates a variety of maps Prepares graphics and maps for a variety of reports plans grant
applications publications or meetings

Serves when assigned as a member of a planning task force composed of City County or State

groups

Prepares and writes grant application components relating to geographies maps plats site plans
etc

Assists in maintaining the data base of information for planning purposes

Responds to local citizens inquiring about local planning and zoning regulations and ordinances

Coordinates and manages planning consultant contracts as assigned

PERIPHERAL DUTIES

Serves as a member of various staff committees as assigned

Attends professional development workshops and conferences to keep abreast of trends and

developments in the field of municipal planning

Assists other staff members as needed

DESIRED MINIMUM OUALlFICATlONS

Education and Experience

A Graduation from an accredited four year college or university with a degree in land use

planning urban planning publiC administration or a closely related field and

6 Four 4 years experience in municipal planning or



PRINOPAL PLANNER CONTINUED

C Any equivalent combination of education and experience additional education

substituting on a year for year basis for the required experience

Necessary Knowledge Skills and Abilities

A Thorough knowledge of zoning laws and comprehensive plans including their

formation process of adoption and enforcement Extensive knowledge of planning programs and

processes Working knowledge of Personal Computers and GIS applications

8 Skill in the area of drafting and designing Skill in the operation of the listed tools and

equipment

C Ability to communicate effectively orally and in writing with architects contractors

developers owners supervisors employees and the general public Ability to establish effective

working relationships

SPECIAL REQUIREMENTS

Valid State of California Driver s License or ability to obtain one

TOOLS AND EQUIPMENT USED

Personal computer including word processing calculator phone copy and fax machine various

graphic design tools

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an

employee to successfully perform the essential functions of this job Reasonable accommodations

may be made to enable individuals with disabilities to perform the essential functions

Work is performed mostly in office settings Some outdoor work is required in the inspection of

various land use developments and construction sites Hand eye coordination is necessary to

operate computers and various pieces of office equipment

While performing the duties of this job the employee is occasionally required to stand or sit walk

use hands to finger handle feel or operate objects tools or controls and reach with hands and

arms The employee is occasionally required to climb or balance stoop kneel crouch or crawl
talk or hear

The employee must occasionally lift and or move up to 10 pounds Specific vision abilities

required by this job include close vision distance vision color vision peripheral vision depth
perception and the ability to adjust focus



PRINOPAL PLANNER CONTNUED

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee occasionally works in outside weather
conditions The employee is occasionally exposed to wet and or humid conditions or airborne
particles

The noise level in the work environment is usually quiet in the office and moderate in the field

SELECTION GUIDELINES

City of Taft application rating of education and experience oral interview and reference check

job related tests may be required including a physical by the City physician

The duties listed above are intended only as illustrations of the various types of work that may be
performed The omission of specific statements of duties does not exclude them from the position
if the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and

requirements of the job change



Range 28 3 453 4206

CITY OF TAFT

PROGRAM INSTRUCTOR

GENERAL PURPOSE

Provides inmate educational services through instruction of the education program for inmates

including individual and group training

SUPERVISION RECEIVED

Works under the general supervision of the Program Manager

UPERVISION EXERCISED

None

ESSENTIAL DUTIES AND RESPONSIBILITIES

Assists in assessing new arrivals with regards to educational needs and level of educational

placement of inmates

Develops appropriate instructional materials and individualized study plans to meet inmate

educational goals

Prepares lesson plans and course outlines

Teaches curriculum based on pre release requirements remedial instruction adult basic

education GED preparation or special programs utilizes limited time schedules to inmate s

best advantage

Instructs through structured classroom settings and individual sessions to provide inmates

training specific to their needs

Utilizes guest speakers and other forms of creative instruction that will motivate the inmates to

improve their educational level

Selects curricular materials to meet individual needs of inmates assists them in achieving their

educational goals and in career planning

Maintains accurate records to assess individual and group progress of inmates prepares

written reports as requested

Participates in education staff meetings Makes recommendations regarding inmate and staff

relations to identify and solve problems in order to function as a unified team

Maintains confidentiality regarding employees vendors inmates outside agencies etc in



PROGRAM INSTRUCTOR CONTINUED

order to assure that sensitive information is given on a need to know basis only

PERIPHERAL DUTIES

Serves as a member of various employee committees

May assist in preparation of the education portion of the Community Correctional Facility

budget

May attend conferences and meetings related to areas of responsibility

DESIRED MINIMUM QUALIFICATIONS

Education and Experience

A Graduation from an accredited four year college or university with a degree in

education or field appropriate for education

B Possession of a valid California Teaching Credential

Necessary Knowledge Skills and Abilities

A Ability to establish effective working relationships with security staff and

supervisors

B Ability to work effectively with inmates

SPECIAL REQUIREMENTS

Valid California Driver s License or the ability to obtain one

Must be able to pass a POST Background Investigation

TOOLS AND EQUIPMENT USED

Requires frequent use of personal computer including appropriate educational software

Frequent use of telephone copy machine and fax machine

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an

employee to successfully perform the essential functions of this job Reasonable

accommodations may be made to enable individuals with disabilities to perform the essential

functions



PROGRAM INSTRUCTOR CONTINUED

While performing the duties of this job the employee is frequently required to sit and talk or

hear The employee is occasionally required to walk use hands to finger handle or feel

objects tools or controls and reach with hands and arms

The employee must occasionally lift and or move up to 10 pounds Specific vision abilities

required by this job include close vision and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodation

may be made to enable individuals with disabilities to perform the essential functions

The noise level in the work environment is usually quiet in the office but may be moderate to

loud within security areas of the facility

SELECTION GUIDELINES

City of Taft Application rating of education and experience oral interview and reference

check job related tests may be required including POST background investigation and an

employee physical by the City physician

The duties listed above are intended only as illustrations of the various types of work that may

be performed The omission of specific statements of duties does not exclude them from the

position if the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and

requirements of the job change
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Range 32 $4,093 - $4,986 
CITY OF TAFT 

PUBLIC WORKS FOREMAN 
 
GENERAL PURPOSE
 

    

Under direction organizes, directs and supervises the maintenance and improvements in public 
rights-of-way.  Acts independently and assists crews to accomplish assigned tasks. 
  

 
SUPERVISION RECEIVED 

Works under the general supervision of the Public Works Director. 
 
SUPERVISION EXERCISED
 

  

Supervises the positions of Maintenance Worker, Equipment Operator, Maintenance Worker 
Recycler, Maintenance Leadperson, Mechanic and Mechanic II. 
 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

Supervises work crews in the maintenance and improvements of streets, sewers, water systems, 
and in the maintenance of public buildings and parks; coordinates the use of available equipment 
to obtain maximum utility. 
 
Inspects public works improvement projects for compliance to City design standards. 
 
Responds to complaints or emergencies and takes appropriate action; inspects work in progress 
and participates in work activities as needed; operates a variety of automotive and other 
equipment and tools. 
 
Reviews complaints from the public, making arrangements for appropriate action. 
 
Keeps record of time and materials, trains subordinates in work procedures and enforces safe 
work practices; evaluates work of subordinate employees, assists in making decisions regarding 
personnel matters. 
 
Secures necessary materials, tools, and equipment for satisfactory operation of the work crew 
assigned within the scope of the budget and purchasing policies. 
 
Handles after hours and weekend call-out status as assigned. 
 
Assists in the training of subordinate employees performing the duties of maintenance, 
construction and repair of water, sewer, street and storm drainage facilities.  
 
 
 
 



PUBLIC WORKS FOREMAN CONTINUED 
 

 
PERIPHERAL DUTIES 

Serves on various employee or other committees as assigned. 
 

 
DESIRED MINIMUM QUALIFICATIONS 

Education and Experience: 
 

(A)  Graduation from high school education or GED equivalent, and 
 

(B)  Five (5) years of skilled experience in street construction and maintenance, including 
some experience in the construction and maintenance of sewer and water systems.  Supervisory 
experience a must.  
 

(C)  Any equivalent combination of education and experience.    
 
Necessary Knowledge, Skills and Abilities: 
 

(A) Knowledge of materials, methods, tools, equipment, and techniques used in street and 
water system construction and maintenance operations. 
 

(B) Knowledge of related work hazards and appropriate safety practices for the job related 
duties to be performed and for subordinate personnel. 
 

(C) Ability to coordinate the work of employees and equipment engaged in a variety of 
maintenance and construction activities. 
 
  (D) Ability to maintain records of materials, labor, and equipment used for a particular job. 
 

(E) Skill in the use of pertinent equipment and tools. 
 

(F) Good physical condition and ability to perform manual tasks. 
 

(G) Ability to follow projects through to completion with minimum instruction and 
supervision. 
 
SPECIAL REQUIREMENTS
 

  

Valid State of California Class B Driver's license, or ability to obtain one. 
 

 
TOOLS AND EQUIPMENT USED 

Motorized vehicles and equipment, including dump truck, pickup truck, utility truck, street 
sweeper, roller, manlift, tamper, plate compactor, saws, pumps, compressors, sanders, 
generators, common hand and power tools, shovels, wrenches, detection devices, mobile radio, 
phone, ditch witch. 



PUBLIC WORKS FOREMAN CONTINUED 
 

 
PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to use hands to finger, 
handle, feel or operate objects, tools, or controls and reach with hands and arms. The employee 
frequently is required to stand and talk or hear. The employee is occasionally required to walk; sit; 
climb or balance; stoop, kneel, crouch, or crawl; and smell. 
 
The employee must frequently lift and/or move up to 25 pounds and occasionally lift and/or move 
up to 100 pounds. Specific vision abilities required by this job include close vision, distance vision, 
color vision, peripheral vision, depth perception, and the ability to adjust focus. 
 

 
WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee regularly works in outside weather 
conditions. The employee frequently works near moving mechanical parts and is frequently 
exposed to wet and/or humid conditions and vibration. The employee occasionally works in high, 
precarious places and is occasionally exposed to fumes or airborne particles, toxic or caustic 
chemicals, and risk of electrical shock. 
 
The noise level in the work environment is usually loud. 
 
SELECTION GUIDELINES
 

  

City of Taft application, rating of education and experience; oral interview and reference check; 
job related tests may be required, including a physical by the City physician. 
 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position 
if the work is similar, related or a logical assignment to the position. 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 
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Range 43
5 371 6 543

CITY OF TAFT

PUBLIC WORKS MANAGER

GENERAL PURPOSE

Organizes directs and supervises the maintenance and improvements in public rights of way
Acts independently and assists crews to accomplish assigned tasks Also provides Safety Officer
Duties for the City

SUPERVISION RECEIVED

Works under the direction of the City Manager

SUPERVISION EXERCISED

Exercises supervision over public works department staff clerical and professional staff as

assigned

ESSENTIAL DUTIES AND RESPONSIBILITIES

Supervises work crews in the maintenance and improvements of streets sewers water systems
and in the maintenance of public buildings and parks coordinates the use of available equipment
to obtain maximum utility

Provides all safety related meetings and training

Inspects public works improvement projects for compliance to City design standards

Responds to complaints or emergencies and takes appropriate action inspects work in progress
and participates in work activities as needed operates a variety of equipment and tools

Reviews complaints from the public making arrangements for appropriate action

Keeps record of Safety Training time and materials trains subordinates in safe and effective work
procedures and enforces safe workpractices evaluates workof subordinate employees assists in
making decisions regarding personnel matters

Secures necessary materials tools and equipment for satisfactory operation of the work crew

assigned within the scope of the budget and purchasing policies

Handles after hours and weekend call out status as assigned

Assists in the training of subordinate employees performing the duties of maintenance
construction and repair of water sewer street and storm drainage facilities
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PUBUC WORKS MANAGER CONTINUED

Plans and organizes coordinates supervises and evaluates programs plans services staffing
equipment and infrastructure of the public works department

Manages and supervises the maintenance of City vehicles equipment and assigned City facilities

Evaluates public works needs and formulates short and long range plans to meet needs in all

areas of responsibility including transportation street sewer drainage and park maintenance

Prepares and documents budget requests administers adopted budget in assigned area of

responsibility

PERIPHERAL DUTIES

Serves on various employee or other committees as assigned

DESIRED MINIMUM QUALIFICATIONS

Education and Experience

A Graduation from high school education or GED equivalent and

B Five 5 years of skilled experience in street construction and maintenance including
some experience in the construction and maintenance of sewer and water systems Supervisory
experience a must

C Any equivalent combination of education and experience

D Must possess an OSHA General Industry Authorized Trainer Certification from US

Department of Labor

Necessary Knowledge Skills and Abilities

A Knowledge of materials methods tools equipment and techniques used in street and

water system construction and maintenance operations

B Knowledge of related work hazards and appropriate safety practices for the job related

duties to be performed and for subordinate personnel

C Ability to coordinate the work of employees and equipment engaged in a variety of
maintenance and construction activities

D Ability to maintain records of materials labor and equipment used for a particular job

E Skill in the use of pertinent equipment and tools

F Good physical condition and ability to perform manual tasks



PUBUC WORKS OPERATIONS MANAGER CONTINUED

G Ability to follow projects through to completion with minimum instruction and
supervision

SPECIAL REQUIREMENTS

Valid State of California Class CDriver s license or ability to obtain one

TOOLS AND EOUIPMENT USED

Motorized vehicles and equipment including dump truck pickup truck utility truck street

sweeper roller manlift tamper plate compactor saws pumps compressors sanders

generators common hand and power tools shovels wrenches detection devices mobile radio
phone ditch witch

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an

employee to successfully perform the essential functions of this job Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee is regularly required to use hands to finger
handle feel or operate objects tools or controls and reach with hands and arms The employee
frequently is required to stand and talk or hear The employee is occasionally required to walk sit
climb or balance stoop kneel crouch or crawl and smell

The employee must frequently lift and or move up to 25 pounds and occasionally lift and or move

up to 100 pounds Specific vision abilities required by this job include close vision distance vision
color vision peripheral vision depth perception and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee regularly works in outside weather
conditions The employee frequently works near moving mechanical parts and is frequently
exposed to wet and or humid conditions and vibration The employee occasionally works in high
precarious places and is occasionally exposed to fumes or airborne particles toxic or caustic
chemicals and risk of electrical shock

The noise level in the work environment is usually loud
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PUBUC WORKS OPERATIONS MANAGER CONTINUED

SELECTION GUIDELINES

City of Taft application rating of education and experience oral interview and reference check

job related tests may be required including a physical by the City physician

The duties listed above are intended only as illustrations of the various types of work that may be

performed The omission of specific statements of duties does not exclude them from the position
if the work is similar related or a logical assignment to the position

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and

requirements of the job change
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Range 30
3 895 4 747

SAFETY COORDINATOR WORKING FOREMAN

GENERAL PURPOSE

This is a dual position This class is distinguished from the Safety Officer Departmental by its
responsibility for managing the City s overall safety program including development of City wide
safety policies and the latter s responsibility for the safety program of one department This
position will also assist with code enforcement duties

SUPERVISION RECEIVED

Works under the general supervision of the City Manager or his her designee This position is in
the Planning Building Department

SUPERVISION EXERCISED

Generally none

ESSENTIAL DUTIES AND RESPONSIBILITIES

Develops implements and manages the City s Injury Illness Prevention Program and directs and
coordinates the participation of departments within that program creates or modifies safety
policies Conducts regular safety audits of City departments including the inspection of facilities
worksites equipment work practices and safety devices to ensure compliance with required
workplace safety standards regulations and City policy reports findings to department and
recommends changes to establish safe work conditions may compel cessation of work in order to
address potential imminent hazards monitors changes and or makes follow up inspections

Maintains proper documentation to conform with record keeping requirements of Cal OSHA and
California Labor Code

May serve as safety consultant on construction and space planning projects conducts workplace
or site assessments and reviews work activities such as trenching that require permits to ensure

safe performance reviews safety program IIPP of contractors periodically performs site
inspections as needed to ensure safety of construction sites

Investigates serious accidents and or incidents of injury or property damage at City worksites to
ascertain cause and need for corrective action develops and implements measures and strategies
to prevent their recurrence in order to meet long range loss reduction goals advises departments
as to the keeping of records and coordinates the compilation of information necessary for Risk
Management files and reports

Serves as safety resource to all departments and assists departments in complying with City safety
standards provides consultation guidance and technical assistance on matters related to
workplace safety and security including assisting in the developmentof department specific safety
manuals and forms and advising of proper recordkeeping requirements assists departments in
establishing standards and developing controls or work processes specific to departmental



I M

operations in order to minimize or eliminate hazards and maintain consistency with City safety
policy

Monitors City s compliance with applicable laws and regulations evaluates and determines impact
of changing regulation serves as the primary representative of the City with regulatory agencies
accompanies inspectors during significant visits or delegates duties to departmental safety
representatives determines plans and implements necessary follow up action to comply with
laws disseminates information to departments as appropriate

Meets regularly with Risk Management staff to ensure appropriate action is taken in compliance
with City safety policies to correct hazardous conditions which result in worker s compensation
claims

Develops and provides individual counseling and on site and classroom training to staff on safety
topics such as ergonomics driving safety personal protective equipment and lifting back safety
training

Represents City with Fire Service issues acts as Liaison to Kern County Fire Department

Inspect single family homes apartment buildings businesses and vacant lots ensure compliance
with City zoning property maintenance health and safety requirements inspect obstructions to
sidewalks and streets conduct follow up inspections to ensure compliance with appropriate codes
and ordinances

Inspect residences and businesses for trash violations junk vehicles zoning problems set backs
or illegal business operations take field notes and photographs as needed contact property
owner to inform them of code violations

Respond to citizen complaints and reports from other agencies and departments on alleged
violations of City zoning and related municipal codes including substandard structures zoning
violations debris unsanitary conditions abandoned or inoperative vehicles and related incidents
interview complainant and witnesses conduct investigations and provide recommendations for
resolution

Interpret and explain municipal codes and ordinances to members of the general public
contractors business owners and other interested groups

Maintain accurate documentation and case files on all investigations initiate and maintain records
take photographs and notes for future inspections take notes from telephone conversations and
type complaints

Review and interpret existing ordinances draft new nuisance ordinances assist in making
presentation before the City Council for acceptance of new ordinances prepare documentation for
public distribution

Establish and maintain effective working relationships with County and State agencies developers
contractors and general public



Prepare and compile documentation for attorneys prosecuting code violation cases as requiredprovide testimony in court and administrative hearings

Provide assistance to planning staff provide information to the general public regarding various
planning codes

AUXILIARY FUNCTION STATEMENTS

Follow all safety rules and procedures established for work area

Perform related duties and responsibilities as required

DESIRED MINIMUM QUALIFICATIONS

Knowledge of

Able to evaluate and implement a comprehensive safety program training techniques techniquesof accident prevention laws and regulations applicable to employee safety and occupationalhealth ie Cal OSHA and California Labor Code principles practices and methods of safety
occupational health and loss prevention programs industrial safety practices methods of
assessing safety hazards and controls techniques for conducting accident investigations and
safety inspections

Operations services and activities of a municipal code enforcement program including zoningnuisance abatement and signs

Principles practices methods techniques and terminology of municipal code enforcement

Methods and techniques of conducting and documenting field investigations

General building construction methods and materials

Legal actions applicable to code enforcement compliance

Principles and procedures of record keeping and maintenance

Modern office procedures methods and equipment including computers and supporting word
processing and spreadsheet applications
Pertinent Federal State and Local codes laws and regulations

Ability to

Perform municipal code enforcement duties and responsibilities

Interpret explain and enforce applicable codes ordinances and regulations related to zoningnuisance abatement and health and safety issues

Plan and present safety training programs



Use persuasion to obtain compliance and cooperation from those over whom one has no direct
authority

Inspect and identify violations of applicable codes and ordinances

Investigate complaints and mediate resolutions in a timely and tactful manner

Prepare accurate and detailed documentation of investigation findings

Research compile and collect data

Prepare clear and concise technical reports

Maintain complex files and records

Understand and carry out oral and written instructions

Communicate clearly and concisely both orally and in writing

Establish and maintain effective relationships with those contacted in the course of work

Education and Experience

Any combination of education and experience that would likely provide the required knowledge
and abilities is qualifying A typical way to obtain the knowledge and abilities would be

Education Experience

High School graduation or GED equivalent and

Any equivalent combination of education and experience that would provide the required
knowledge and abilities

License or Certificate

Possession of a valid California Driver s License or ability to obtain one

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an

employee to successfully perform the essential functions of this job Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions

Work is performed in both an office setting and outdoors Outdoor work is required in the
inspection of various properties or nuisances Hand eye coordination is necessary to operate
computers and various pieces of office equipment

While performing the duties of this job the employee is occasionally required to stand walk use
hands to finger handle feel or operate objects tools or controls and reach with hands and



arms The employee is occasionally required to sit climb or balance stoop kneel crouch crawl
climb ladders bend squat talk or hear

The employee must occasionally lift and or move up to 40 pounds

Specific vision abilities required by this job include close vision distance vision peripheral vision
depth perception and the ability to adjust focus

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employeeencounters while performing the essential functions of this job Reasonable accommodations maybe made to enable individuals with disabilities to perform the essential functions

While performing the duties of this job the employee often works in outside weather conditions
The employee occasionally works near substandard buildings or properties which may expose
employee to dirt mold animal wastes and other hazardous or non hazardous materials

The noise level in the work environment is usually quiet in the office and moderate to loud in the
field

SELECTION GUIDELINES

City of Taft application rating of education and experience oral interview and reference check
job related tests may be required including a physical by the City physician

The duties listed above are intended only as illustrations of the various types of work that may be
performed The omission of specific statements of duties does not exclude them from the positionif the work is similar related or a logical assignment to the position
The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and
requirements of the job change
K Job Descrlptlons safetyofflcer codeenforcementdoc




